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APPLICATION FOR RECORDS RETENTION SCHEDULE 

! 

. Admin i s t ra t i ve  Ass is tan t  964-1721, # 259 . 3. Action Requested 

I.- 

OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES A N 0  HISTORI 

RECORDS MANAGEMENT 0lVISi.ON 

a- 39 Estaoiirn Retention Schedule. e o x d  will continue to accumulate. 
b. (3 oiswse of Wesent ammulati L : no f w t M  accumulation anticipated. 

s 3. Dstas of Scries 
i EsriieSt Latest 

I M i d  1978 1 To Date 

5. Records Series Title Ifollowed by tide used in office; if different) 

Customer Account F i  I es 
1 6. Oivumn and Uffice Function 

1 analyses and r e s u l t i n g  sa les  plans and s t ra teg ies ;  t h e  d i r e c t i o n  o f  t r a f f i c  programs inc lud ing  
' p r i c i n g ,  t a r i f f  ra tes,  r u l e s  and regu la t i ons  and in land r a t e  competit iveness, Th is  d i v i s i o n  1 i s  invo lved i n  t h e  development of  in land barge te rmina ls ,  ma in ta in ing  h igh  l eve l  of contac t  

w i t h  steamship l ines ,  both i n  t h e  s ta tes  and abroad, and coord inates a c t i v i t i e s  w i t h  G.P.A. 
domestic and f o r e i g n  o f f i c e s  t o  ensure these c l o s e  contacts ,  

what is me tunaon of me oivcsion and me unice in wnicn mts record series IS created7 

: 
The Trade Development D i v i s i o n  i s  responsib le  f o r  p lannlng and implementing marketing 

I 
7. R w r d  Series Description This file contains the following documants (indude tom, numbers and rirles, if any): 

1 1 Documents relating to: 
Attach samples of the file. 

Future growth and pas t  record o f  t r a d e  f o r  G.P.A. 

induded are: : I  ! .  . .  

I I  File is arranged: 

F i  les 'on s h i p p i n g  I ines, agents, forwarders, brokers, c I  ien ts ,  
p o t e n t i a l  customers; both domestic and abroad. 

, I  Numerically: goo., 925., 930., 935., 940. 
I 8. Monthly Reference Rate How often are records referred to which are: 

I One to six months old ; Seven to twelve months old ; Thirreen to twenty-four months old 
twenty-five months and older- ? 

Letter-size drawers ; Legaleits drawers a ; Shelves ; Other (sp%cifyJ 
9. Annuat Rats of Awmulation of Rcrsrds 



YES NO 

X 

, 

- 
10. Quenionnaire 

a. Is this the official mpy of the series? 
If not. where 

(Place an "X" In the Draper wlumti) . 

- 

b. does the series contain confidential information requiring security handling? If yes. site law or regulation. 

i 
i 

X 

I 

- ? 

5 :  - 
~ ~ . ~ .  

1 x I i. Is -$ f o r ~ a & ~ ~ ~ ~ d  I x 1 ~ 1 .  K u  * ~ _ .  .I 

. .  
11. Reternion Requ.inrnents The following requires the series to be kept: 

.*f 
a. State Law years. . d. Audit pcriod years. 

years. e. Adminimatiw need 10 -years. b. Statute of limitation 
c Fzderal law years. f. Federalretention instructions years. 

~~ . 
I 
i 

i ' Attach copy or excerpt of laws or regulations. Explain administrative need. . , -. . ~ .  
, 

3 ,  . . .  
~~ .~ - I . I ~ .  , .. , ,  

1 . .  

i~ 
.- , . ,  ... , ~ . . .  . . .  

. -  , I  

, ,  12 A d o i e d  D&hitioh~lnmu&&~ . .  ' 'This agency kcommends that the file sefies bc ~. cut ott  at thb . .  end of ~~ eaJ1: , , , , . .~ ~ 

l . - ~ '  ' - ' ~ - '  

- ,  . ~ . tnen, 
I I  0 ..Calgndar Yek; eS Fi&l year: d dther ; 

! .. , 
, .  . . 

. .  
- . . . ~  

~~ 
.~ 

! 
~~ . ~~ - .~ - -  - .  - 

E¶ Hold in tho current files area m * ( s i  3 -ear(s); then 
a Transfer to loeal holding area, hold 
0 Transfer to State Records Center: hold 
iZ Destroy. 
0 Transfer to State Archives for permanent retention. 
(3 other ISmcjfM 

year(t);then 
yeads); then 

c. Is this a vital record? 
d. Does this series have historical or long term research value? 

' 
, - 

e. When one or Wo documents in the file make it necessary to keep the entire file tor's long period. could these 

. I  . 

-. 

t h e n  inmuaions apt., to a l l  prior anL future accumutions c. ... J set jer. 

Recommmdations in para- 
poph 12 are approved. 
tlf disappmved, am& k 
J f  explanation.) 


